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Purpose   

To provide a thorough training module on the CSBG 

Comprehensive Community Needs Assessment (CNA) and 

to help participants to learn and understand:  

 

Vthe requirements and importance of the CNA 

Vhow to approach the project and plan for success 

Vhow to form and use a CNA Task Force 

Vvarious data collection techniques and best practices 

Vthe importance of data analysis and tools to assist 

Videas for the final report and report distribution  
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Ground rules  
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Reminder of the regulations  

CSBG Organizational Standards: Community Assessment  

 

Local control of Federal CSBG resources is predicated on regular 

comprehensive community assessments that take into account 

the breadth of community needs as well as the partners and 

resources available in a community to meet these needs. Regular 

assessment of needs and resources at the community level is the 

foundation of Community Action and a vital management and 

leadership tool that is used across the organization and utilized by the 

community to set the course for both CSBG and all agency resources.  
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Why conduct a needs assessment?   

 

 1.  Required every 3 years  

2. Needs assessment findings are the basis for a 

good strategic plan 

3. Informs community change efforts 

Virginia CSBG; G. Harris and M. Fitzgerald  



How do they fit together?  

Community Needs 

Assessment  

 

Strategic Plan  Community Action 

Plan  

Every 3 years 

 

Every 5 years  Annual  

Identifies community 

needs and informs 

the Strategic Plan  

Sets the strategic 

direction for the 

agency; establishes 

priorities and 

outcomes  

Provides the plan to 

implement programs 

and approaches 

needed to meet the 

strategic goals and 

address community 

needs  
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What are the special CSBG regs related to NA? 

 
Å Standards 3.1, 3.2, 3.3, 3.4, 1.1, 1.2, 2.2, 6.4, 2.4 and IM49 
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Data on poverty 

and prevalence: 

gender, age, 

race/ethnicity.  

Comparisons. 

Trends. Current. 

Participation and 

information from 

low income 

individuals  

Causes of poverty: key 

findings and analysis  

Qualitative data: 

from all 

localities, trends, 

comparisons  
 

Input gathered 

from key 

sectors (at least 

community 

organizations, 

faith groups, 

private sector, 

public sector 

and education)  

 

Conditions of 

poverty: key 

findings and 

analysis  

 

 

Available 

resources at 

agency and in 

the community; 

assets.   

 

Customer 

satisfaction 

data  

 

Community 

profiles for 

each locality  

 

 

Relationship of 

your CAAôs 

activities to 

other anti-

poverty 

services  

 

Quantitative data: 

on all localities, 

trends, 

comparisons  
 

Key findings 

section to the 

final report  

 

Components Referenced in the Regulations 

Data analysis and 

identification of 

areas of greatest 

community needs.  

 

Level of needs 

and changes over 

time.  

Gaps.  

At family, agency 

and community 

levels. 
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Needs assessment models  

Long 

Hard 

Complex 

Not actionable 

Easier to 

understand 

Useful in the 

end. 

Actionable. 
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Prepare 

ÅGain Board input and approval 

ÅSelect Assessment Task Force 

ÅFinalize method, scope and timeline 

Collect 
Information 

ÅSecondary data for community profiles 
ÅPrimary data from lower income population through face-to-face and survey 

ÅPrimary data from other key stakeholders through face-to-face 

ÅSecondary data to flesh out stakeholder input (verify, refute, quantify)  

Analyze 

ÅAnalyze all data/information  

ÅPrioritize and determine key findings  

ÅRecommend 

ÅPrepare written report   

Approve 
and Share  

ÅGain Board approval 

ÅPublicize and distribute widely  

Easier to understand  
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Clarify Terms  

Needs Assessment    

ÅMight be focused on a 

single need area (e.g. 

child care needs asmt. ) 

ÅMight be focused on only 

one locality or one 

neighborhood 

ÅMight be only for the 

agencyôs use, not the 

communityôs  

 

CSBG Comprehensive 
Community Needs Assessment  

ÅContains all the information 

a CAA will need to prepare a 

new multi-year strategic plan 

ÅMust cover all geographic 

service areas 

ÅBroad focus: poverty and 

causes and conditions 

ÅRequires analyzing and 

synthesizing many kinds of 

information. 

ÅDone for the community to 

use as well as the CAA  

Virginia CSBG; G. Harris and M. Fitzgerald  



 

  Clarify Terms:  Types of Data  

 

http://regentsprep.org/regents/math/algebra/ad1/qualquant.htm 
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Data 
Sources  

Primary 
Data 

Sources 

Secondary 
Data 

Sources  

 

  Clarify Terms 
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Primary data 
VFacts and figures collected by you for this specific project. 

VYou are hearing first hand directly from the respondent.  

VCan be either quantitative or qualitative in nature.  

VReal-time data.  

VMore work, longer, may be more expensive.  

 

 

 
Examples: 

ÅSurveys 

ÅFocus groups 

ÅKey Informant 

interviews 
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Secondary data  

VFacts and figures collected by someone else.  

VYou are simply gathering or reporting on what they found. 

VInformation that already exists 

VData from the past 

VSometimes called ódesk researchô  

VReadily available. Inexpensive.  

 

 Examples: 

Å Internet research 

Å Databases 

ÅOthersô research reports  

ÅOthersô needs assessment 

reports 
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TOP NEEDS IN THE HAPPY VALLEY  

COMMUNITY ACTION AGENCY SERVICE AREA  
Barbour  

  

Greenbrier  

  

Marion  

  

Monongalia  

  

1. Employment  

2. Use of 

Income  

3. Housing  

4. Childrenós 

Needs  

  

1. Use of Income  

2. Employment  

3. Transportation  

4. Childrenós 

Needs  

  

1. Employment  

2. Health  

3. Education  

4. Childrenós Needs  

  

1. Transportation  

2.  Use of Income  

3.  Housing  

4. Childrenós 

Needs  

  

North Central West Virginia Community Needs Assessment 

Goal:  Make the CNA 

more useful in the end  
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Prepare 

ÅGain Board input and approval 

ÅSelect Assessment Task Force 

ÅFinalize method, scope and timeline 

Collect 
Information 

ÅSecondary data for community profiles 
ÅPrimary data from lower income population through face-to-face and survey 

ÅPrimary data from other key stakeholders through face-to-face 

ÅSecondary data to flesh out stakeholder input (verify, refute, quantify)  

Analyze 

ÅAnalyze all data/information  

ÅPrioritize and determine key findings  

ÅRecommend 

ÅPrepare written report   

Approve 
and Share  

ÅGain Board approval 

ÅPublicize and distribute widely  

Easier to understand  
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1.  Gain Board input and approval 

 

2.  Select Assessment Task Force 

 

3.  Finalize method, scope and timeline 

 

 

PREPARE  
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Åwhy youôre doing a CNA 

Åits use for you and others  

Åthe timeframe and extensive work 

Åthe methodology, scope, participants 

Åthe boardôs responsibilities  

 

 

PREPARE 

Your Board must understand:  
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ÅIdentify key strategic questions and areas to pursue  

PREPARE 

Board Input  

Example  

ÅEmployment 

ÅHealth 

ÅEducation 

ÅIncome/income 
management 

ÅHousing 

Example 

Veterans Employment 

Education Housing  

Income Poverty 

Nutrition Health care 

Crime  

 

ÅIdentify the scope of the assessment so it is 
comprehensiveéall areas causing poverty (NOT your current 
service areas).     
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ÅIt will be a high priority for the Board 

 

ÅThe full Board will actively participate where needed 

 

ÅIndividual Board members: who will be deeply involved?  

 

ÅWho is the Board champion for this project?  

PREPARE 

 Board Commitment 
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PREPARE 

Select Assessment Task Force 

Assign a lead staff member to guide the process and 

support the Assessment Task Force 

 

Appoint assessment team 

Who?  

How many?  

What is the commitment?  

Consider: 

 

Who is that?  What 

are the skills needed? 

How are the ED and 

other staff involved? 

Will you use a 

consultant?  

Board members University City/county leaders 

Local DSS  Nonprofit leaders  United Way 

Local foundations  Parents  Teachers  

Staff  Low income people ?  
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Other Partners and Resources  

Virginia Hospital and Health Care 

Association: links to all the 

hospital community health 

assessments  
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Group Discussion: CNA Task Force 

Members  

Virginia CSBG; G. Harris and M. Fitzgerald  



ÅOrient the Task Force and plan out the assessment 

process.  

 

ÅBe clear on the process and desired outcomes as well as 

the CSBG requirements  

 

ÅClarify the end-in-mind.   
ÅWhat will the final report include and look like?  

ÅWhat is essential to include?   

ÅHow can you assure it is a useful document to the community and to 
your CAA?  

 

PREPARE 

Finalize method, scope and timeline  
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Things to consider 

ÅWhat population will you seek for input:  currently in poverty? 

Low income? How inclusive will you try to be?  

 

ÅHow will you handle the various localities in the service 

area?  

 

ÅWhat is your time frame?  

 

ÅHow much work will team members do vs. staff?  

 

 

 

PREPARE 

Finalize method, scope and timeline  
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Create a data collection plan  

Secondary 
sources 

Census 

Local reports 

Kids Count 

Multiple 
Internet sites 

Community 
Forums  

Part of larger 
events 

Surveys  

Community 
members 

Customers  

Potential 
customers 

Others  

Focus 
Groups 

Community 
leaders  

Funders  

Past 
customers 

Others  

Interviews  

Government 
and business 

leaders 

Funders 

Past 
customers 

Others  
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Sample Timeline  

Excerpt from Thomas Jefferson Health District assessment 
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Sample work plan 

Lots of samples at:   https://www.smartsheet.com 
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Prepare 

ÅGain Board input and approval 

ÅSelect Assessment Task Force 

ÅFinalize method, scope and 
timeline 

Collect 
Information 

ÅSecondary data for community profiles 
ÅPrimary data from lower income population through face-to-face and survey 

ÅPrimary data from other key stakeholders through face-to-face 

ÅSecondary data to flesh out stakeholder input (verify, refute, quantify)  

Analyze 

ÅAnalyze all data/information  

ÅPrioritize and determine key findings  

ÅRecommend 

ÅPrepare written report   

Approve 
and Share  

ÅGain Board approval 

ÅPublicize and distribute widely  
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Prepare 

ÅGain Board input and approval 

ÅSelect Assessment Task Force 

ÅFinalize method, scope and timeline 

Collect 
Information 

ÅSecondary data for community profiles 
ÅPrimary data from lower income population through face-to-face and survey 

ÅPrimary data from other key stakeholders through face-to-face 

ÅSecondary data to flesh out stakeholder input (verify, refute, quantify)  

Analyze 

ÅAnalyze all data/information  

ÅPrioritize and determine key findings  

ÅRecommend 

ÅPrepare written report   

Approve 
and Share  

ÅGain Board approval 

ÅPublicize and distribute widely  

Easier to understand  
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1) Secondary data for community profiles 

 
2) Primary data from lower income population 

through 

a) face-to-face and  

b) survey 

 

3) Primary data from other key stakeholders 
through face-to-face 

 

4) Secondary data to flesh out stakeholder 
input (verify, refute, quantify)  

 

COLLECT INFORMATION  
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ÅCan be done anytime 

ÅFree  

ÅDesk gathering  

ÅThinking and analyzing 

are the most important  

COLLECT INFORMATION  COLLECT INFORMATION 

1.  Secondary data for community profiles 
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COLLECT INFORMATION  

PLAN  

ÅWhatôs needed to paint a picture of 

each locality?  
 

ÅWhat will be needed for strategic 

planning? 
 

ÅDo you need (and can you get) data 

at lower than a locality-level?  
 

ÅCurrent data?  

COLLECT INFORMATION 

Secondary data for community profiles  
Data on poverty and 

prevalence: gender, 

age, race/ethnicity.  

Comparisons. Trends. 

Current. 

Family, agency and 

community level data  

ÅQuantitative data: 

on all localities, 

trends, 

comparisons  

 

Community profiles 

for each locality  
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Beware to too much data!  
Page after page of raw data in the report with no analysis or 

summary is not helpful. 

  

Compare. Look at the trends. Find the nuggets. Summarize. 

 

 

 

  



Secondary Data Collection Plan: example  

Source  
Level (locality or 

lower?)  
For all our 
localitites?  

Most recent 
year.  Trend 

data?  
Assigned 

to:  Notes 

Education             

% enrolled in preschool Census  City/county yes  14/15;  yes Joe    

Kindergarteners whose fall PALS-K 

scores were below kindergarten 

readiness levels Kids Count  City/county yes  15/16;  yes Joe    

3rd grade SOL reading DOE City/county yes  15/16;  yes Joe    

8th grade algebra SOL DOE City/county yes  15/16;  yes Joe    

HS on time graduation rate DOE City/county yes  

15/16; only 2 trend 
years; methodology 

changed Joe    

% with HS diplomas   City/county yes    Joe    

% with some college   City/county yes    Joe    

% with associate degree   City/county yes    Joe    

% with bachelors or higher   City/county yes    Joe    

Teens age 16-19 not in school 
and not working   City/county yes    Joe    

other             

other              

Economic              

Unemployment rate         Jim    

Median HH income             

HH spending < 30% of HH 
income on housing             
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COLLECT INFORMATION  COLLECT INFORMATION 

Secondary data for community profiles  
What are reliable sources for the data?  

Look for existing local data reports or needs 

assessments or planning tools.   
 

Sources 

ÅLocal foundations 

ÅUnited Ways  and Planning Councils  

ÅUniversities 

ÅPlanning District Commissions  

ÅNonprofit hospitals  

ÅHealth Districts;  Community Service Boards  

ÅWhere else?  
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COLLECT INFORMATION  COLLECT INFORMATION 

Secondary data for community profiles  

http://www.communitycommons.org/groups/community-action-partnership/ 

Virginia CSBG; G. Harris and M. Fitzgerald  

http://www.communitycommons.org/groups/community-action-partnership/


COLLECT INFORMATION  COLLECT INFORMATION 

Secondary data for community profiles  

http://wwwn.cdc.gov/CommunityHealth/HomePage.aspx 

Easy to use.  

Has Census 

tract data on 

many of the 

indicators.  

Good 

explanations.  
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http://www.countyhealthrankings.org/ 

 

COLLECT INFORMATION 

Secondary data for community profiles  

By locality: 

quality of life, 

health, social & 

economic 

factors, physical.  

Can compare 

localities.  Easy.  

Data and 

roadmaps.  

County Health Rankings  
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https://data.virginialmi.com/gsipub/index.asp?docid=342 
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Kids Count 
http://datacenter.kidscount.org/data#VA/2/0/char/0 
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ÅCensus 

ÅDept. of Social Services locality data  

http://www.dss.virginia.gov/files/about/reports/main_reports_page/related

_resouces/locality_data.pdf 

ÅOpportunity Index: http://opportunityindex.org/#4.00/40.00/-97.00/ 

 

 

COLLECT INFORMATION  
COLLECT INFORMATION 

Secondary data for community profiles  
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Group Discussion: Community Profiles 

and Data   

Data 

sleuthing 

group 

exercise  
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COLLECT INFORMATION 

Secondary data for community profiles  

Virginia CSBG; G. Harris and M. Fitzgerald  



Gathering input from your stakeholders: 

what order to use?  
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Sample planning tool 
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